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OWA 

New features 

 Logon 

The OWA 2007 logon page will remember your “private” 
selection and the username you entered on those trusted 
machines between OWA sessions so you only have to enter your 
password the next time you log on. 

There is also a checkbox here for the “Light” version of OWA for 
the Mac and browsers other than IE6 and 7.  OWA Light is also 
optimized for accessibility, making it easier on those users with 
low vision and screen readers.  
Mail 

E-mail appears automatically as it arrives in your Inbox and the unread counts in the folder tree stay up-to-date so 
you no longer have to press the “Check Message” button over and over again to see if you have received that 
important email you’ve been expecting. 

Also within the folder tree, there is enhanced drag and drop functionality from the mail list.  You can drag and drop 
single or multiple items from the mail list into folders and interact with those items by right clicking and choosing 
actions within the menus. 

Integrated Notifications 

Notifications of new mail drop down from the folder title area 
next to the Help icon (instead of a pop-up on the Window0s 
Taskbar). They remain for 5 seconds before disappearing.  

 

From the mail module toolbar, a user can: 

 
Change the mail list to single-line view instead of the default multiple-line view. 

 
Adjust the “Reading Pane” that’s shown on the right by default.  Options include Off, Right and Bottom. 

 
Delete Items 

 
“Move” or “Copy” to a folder  

Arrange messages 

Right-click on the From, Subject, Received, Size... toolbar to 
view more sorting options. Types of sort include Conversation 
(shows threads of specific message topics), Type, 
Attachments, Importance, Flag Due Date, and Flag Start 
Date. 

NOTE: When in multiple line view, the toolbar only displays 
“Arrange by”, but still allows for custom sorting by right or 
regular clicking anywhere on the toolbar.  

Mail Module Toolbar 
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View mailbox size instantly 

Hover mouse over your mailbox name to display the maximum 
allowed mailbox size and current usage. 

 
  

 

The right-click folder tree context menu now includes: 

• “Move Folder” 
• “Copy Folder” 
• New folder creation and in-place folder renaming. 
• “Mark All as Read” action for folders. 
• “Empty Folder” to delete all items in one click. 

NOTE: A new Option to empty the Deleted Items Folder on log off is also provided in the 
new Options pages. 

  

Message Flagging  

Flags can now be associated with start dates for Tasks. 

Right-click on a flag to view options. 

 
  

 

Labeling (Categories)  

Click on the Categories icon (next to the flag) to color code messages, in addition to or 
instead of flagging.  

Note: You can also categorize Calendar items, Contacts and Tasks. 
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Search 

Find items in our mailbox quickly and simply via the integrated 
search bar. Click on the double-headed arrow to perform an 
advanced search. 

In the Mail module, Search is shown as one field above the 
mail list that will search across the currently selected folder or 
user-selected location provided by a drop-down menu. 

Note: The integrated search is also available in Contacts and 
Tasks views. 

 

 

 

Delegate Mailbox access  

Note: You must be granted Full Access by another user in 
order to open their mailbox in OWA. This feature is therefore 
only of use to those who have Delegate access to another 
account, e.g. PAs. 

To open a shared mailbox, first click on your mailbox name on 
the top right of the OWA window then enter the name of the 
mailbox that has been shared with you in the Open Other 
Mailbox prompt. Click Open…  The mailbox that has been 
shared with you will open in a new window. 

 
Composing Mail 

Note: These features are also available to you when scheduling a meeting invitation in Calendar mode. 
  
From within the New Mail Toolbar you can: 

• Access messaging options to set 
importance, priority, and request 
read receipts. 

• Choose to format your message in 
HTML or Plain Text. 

• Use the HTML editor to change fonts, 
and color or add a hyperlink to a 
document. 

• Click on the double-headed arrow on 
the font toolbar for more formatting 
options. 
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Spell check – Click on spell check after composing your mail 
to highlight misspelled words – simply right-click on a 
highlighted word to view alternative options. 

Full featured Address Book  

This displays the Global Address List, Contacts, and Rooms (Resources), and is browseable and fully searchable. 

Auto-complete mail names 

When you type the first letter of a mail name in the To, CC or 
Bcc boxes, Auto-complete suggests possible matches based on 
names you have typed previously.  Or you can use the “Check 
Names” icon. 

 
 

 

Personal Properties – Right-click on a resolved name to view their 
properties, e.g. office location and phone number, where available. 

  

 
Access or search the Address Book – at any time from the 
main OWA toolbar (see icon opposite); when composing mail, 
from the message window toolbar, or by clicking on the To or 
Cc button. 
 

 

Display details – Click on an entry in the address book to 
display details for that person in the Reading Pane opposite. 
Details displayed include Calendar availability. 
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Reading Pane 

Buttons for responding to Calendar items (i.e. Accept, 
Tentative, and Decline) are now integrated into the Reading 
Pane of messages, so you don’t need to double-click on an 
invite in order to respond. 

 

Attachments - Web Ready Document Viewing  

Read Word, Excel, PowerPoint, or Acrobat attachments as web pages (HTML) – no need to have MS Office or Acrobat Reader 
installed on our computer. Click on the [Open as Web Page] link to quickly view the document in a web viewer. It is, of 
course still possible to Open or View an attachment in the usual way. 

Calendar  

The Calendar has been completely 
redesigned with lots of added functionality 
and visuals: 

• New calendar views for daily, 
weekly, and work week including 
a new Reading Pane preview 
available for all views so you don’t 
have to double click to open an 
appointment to see the full 
details. 

• Enhanced Date Picker with 
current date selection and view 
settings reflected for daily, 
weekly, and work week. 

• “Smart” scheduling with 
integrated free/busy status 
indicators for each meeting 
invitee and meeting time. 

 

 

Public Folders: 

Public folders have been added to the OWA folder tree and can be 
accessed normally.  Users can add, copy, move, delete and search just like 
an OWA folder. 

NOTE: Public folders are not available in OWA Light  



 

6 
S:\DIICrossFunctional\Projects\Exchange2007\Documentation\OWA-Exchange\OWA New features.doc 

 

 

 

 
  

 

 
 

 
 
 
 
 

 

 

 
 



 

7 
S:\DIICrossFunctional\Projects\Exchange2007\Documentation\OWA-Exchange\OWA New features.doc 

 

 

 
 

 

 

 
 



 

8 
S:\DIICrossFunctional\Projects\Exchange2007\Documentation\OWA-Exchange\OWA New features.doc 

 

 

 
 
 
 
 

  

 

 



 

9 
S:\DIICrossFunctional\Projects\Exchange2007\Documentation\OWA-Exchange\OWA New features.doc 

 
 

 

 

 

 

 
 
 
 
 
 
 
 
 
 



 

10 
S:\DIICrossFunctional\Projects\Exchange2007\Documentation\OWA-Exchange\OWA New features.doc 

Mobile Devices 

End users now that utilize ActiveSync 
clients that support the Message Security 
Feature Pack and later will now be able 
to perform certain interactions through 
Outlook Web Access without engaging 
the Help Desk. 

NOTE: New mobile user’s group will need 
to be added to the mobile user’s group. 

 
 

 

OWA Light 

Outlook Web Access Light is your choice if 
you are using a Macintosh, an older 
browser, or a slow internet connection. 
“Light” has been redesigned to offer the best 
accessibility standards for blind and low 
vision users. 

 

Compatible with: 

 
 


